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AGENDA

• Keeping You In The Know - How to access training and other important 

information before you shop

• Discovering the Millions of Negotiated Statewide Contracted Items At Your 

Fingertips -Navigating between Internally Hosted and External Supplier 

Catalogs

• Uncovering An Easier Way To Find What You Are Looking For - How to 

search for items using the Site’s Shopping features

• Utilizing Your Shopping Cart To Its Fullest Potential - Item comparison, 

deleting items, adding favorites, and more

• Demystifying The Search For A Contract - Let’s find that specific contract 

you were looking for! 

• Introducing Amazon Business Marketplace For Team Georgia 

Marketplace™ Users - Let’s talk Amazon!



Keeping You In The Know

How To Access 

Training & Other 

Important 

Information Before 

You Shop



Team Georgia Marketplace™  Virtual Catalog Application is a site designed for State 

Agencies, Colleges and Universities, and Local Government and Municipalities. The 

Virtual Catalog serves two type of users: 

1. Users who have access to the Team Georgia Marketplace™  Procurement 

Application (PeopleSoft) giving them the ability to shop and make purchases of 

items currently on Statewide Contract. 

2. Users who do not have access to the Team Georgia Marketplace™ Procurement 

Application but would like to view what items/services are currently on Statewide 

Contract and the Suppliers who offer these items/services. 
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The Message Board located in the Shopping Area of the Virtual Catalog contains 

messages such as outages, new contract information, and related Quick Reference 

Guides to help use the system. 
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The Virtual Catalog 

Quick Reference Guides 

Link contains multiple 

handouts that can be 

used as a resource 

when navigating through 

the site. 
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Discovering The Millions of Negotiated
Statewide Contract Items At Your Fingertips

Navigating Between 

Internal And External 

Vendor Catalogs
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There are multiple ways to access the items in the Virtual 

Catalog. 

• Have an idea of what you want? Then use the Shop Menu to 

access the Internally Hosted Catalog or directly access the 

Supplier’s Specific External Catalog.

• Not really sure what you want or just want to see what is 

available in the Virtual Catalog? Then one of the Browse 

Options gives you the visibility you seek. 

Internally Hosted Catalog Access

Browse Options 

Supplier Specific External 

Catalog Access 
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Internally Hosted Supplier Catalogs – Consists of Items/Products that are part of a 

Supplier’s Statewide Contract that have been uploaded into Team Georgia 

Marketplace™ Virtual Catalog (i.e.. images, pricing, size, UOM).
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External Supplier Catalogs - Catalogs sites that have been designed to have the same 

look and feel as the Supplier’s Public Website, but only items that are part of the 

negotiated Statewide Contract are available for purchase.
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Internally Hosted vs External 

Supplier Catalogs

• Items are located within Team Georgia 

Marketplace ™   Virtual Catalog Application

• Multiple Suppliers items related to your 

search are returned

• Item descriptions, images, pricing and 

other related information have been 

provided by the Supplier
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• Items are located outside of Team Georgia 

Marketplace ™   Virtual Catalog Application

• Only the Supplier’s items related to your search 

are returned

• Site has been designed to mirror the Supplier’s 

normal commercial site, but it only contains 

items that are part of the Statewide Contract

Key Fact To Remember: All purchases for both Internally Hosted and External 

Catalogs are completed within Team Georgia Marketplace.  



Uncovering An Easier Way To Find What You Are 
Looking For

How To Search For 

Items Using the Site’s 

Shopping Features



The Advanced Search and Add Keywords features allows for you to enter

additional search criteria when shopping for an item.
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Advanced and Keyword Searches criteria can range from specific information, 

when you know exactly what item you are looking for… 
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…or when you have an idea of what you want but not quite sure the exact 

description. 
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Using the Advanced or Keyword Search functionality can make the difference in 

your returning a search result consisting of 
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Thousands of items instead of… 
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...hundreds of items 



Utilizing Your Shopping Cart To Its Fullest 
Potential

Item Comparison, 

Deleting Items, 

Adding Favorites, 

And More



Shopping Features

•Side-by-Side Comparison 

•Creating a Favorites List

•Removing Selected Items 

•Changing displayed NIGP Code
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Side-by-Side Item Comparison will allow you to compare specific items prior 

to making your final selection. 

DOAS Home PageState PurchasingTeam Georgia MarketplaceWindow Shopper 



Selecting the compare hyperlink allows you to add items that you would like 

to view side-by-side. 
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Adding items that are constantly being ordered by your Agency to a 

Favorites List reduces time spent shopping for items in the Catalogs. 
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A Favorites List can be added using an Internally Hosted Catalog or…
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…depending on the Supplier within a Supplier’s External Catalog.
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Remember each Supplier’s External Catalog is designed to mirror their 

commercial site. So any features that the Supplier offers will be in the same 

location. 
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In this example: Staples’ External Catalog Site allows the user to create a List 

in their site consisting of frequently needed or specific items. 
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Creating a 

Favorites List, even 

in a Supplier’s 

External Catalog, 

gives you the ability 

to name and save a 

list based upon the 

items it contains.
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After creating your Favorites List, you now have the ability to add 

items to your list as you shop. 35



36



Having a Favorites List does not mean you have to purchase all of the 

items on your list, you also have the option to purchase only selected items 

from your list. 37



Items added from your Favorite List within a Supplier’s External Catalog are 

placed in your Shopping Cart and are submitted back into Team Georgia 

Marketplace for further processing 38
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Creating Favorite Lists within Team Georgia Marketplace’s ™ Virtual Catalog 

using Internally Hosted Supplier items is just as easy…



Creating your Favorites List begins with selecting the hyperlink found below 

the Shopping Search Bar. 41
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Adding items to your Favorites List is easily accomplished when 

searching for items.
44
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Selecting the Add Favorite link listed under the Add to Cart, gives you 

the ability to add the item to your existing or newly created Favorites 

List. 
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Customizing the name and the quantity 

desired of the selected item is possible 

when creating a Favorites List 

containing catalog items hosted within 

Team Georgia Marketplace ™
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Adding items to your cart from your Favorites List 

to your Shopping Cart is easy as…
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Select the item 
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Select Add to Cart from the Actions Drop Down 

Menu
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Overall it is a simple two-step process that will 

make adding items from your Favorites List an 

easy process. 
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Removing items from your Shopping Cart or 

changing an items’ NIGP Code is just a….
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Select….Drop Down….

Select

Drop Down
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..and Click away!

Click
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Select

Click

Want to change the NIGP Code in your Cart?

Select, Drop Down, and Click!
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Changing the NIGP Code can also be completed 

by selecting the magnifying glass next to the 

populated NIGP Code. 



60

The NIGP Code Search Menus allows you to search 

for a more appropriate or better suited NIGP Code 

for the item in your Shopping Cart. 



Demystifying The Search For A Contract

Let’s Find That 

Specific Contract You 

Were Looking For!



There are two (2) easy ways to search for existing Statewide Contracts:  

1. Quick Access Menu:  Lists the most popular or requested contract 

searches by contract description

2. Traditional Simple Search: Enter the contract name, number, and/or 

supplier to generate results 
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Traditional Simple Search allows for:

• An exact search for a specific contract or supplier’s contract.

• Supplier’s related to a specific Statewide Contract 

• The ability to determine if a Statewide Contract exists for a specific category or 

service. 
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Let’s Talk Amazon

Introducing Amazon 

Business 

Marketplace For 

Team Georgia 

Marketplace™ Users



• Amazon Business Marketplace is not associated with a Statewide Contract.

• Purchasers must ensure that all purchases through Amazon Business

Marketplace comply with all requirements of the Georgia Procurement

Manual and State Law.

• While an item may be available through Amazon Business Marketplace,

purchasers must ensure that the item is not also available under Statewide

Contract and purchasers must conduct a Competitive Bid when warranted.

• Purchases must be secured with an approved State Issued Purchasing 

Card. 

Important Items To Remember 
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• Access to 2 million sellers with reserve business only pricing 

• Free Two-Day Delivery on qualified purchases totaling $49.00 or more 

• No Membership Cost

• For Team Georgia Marketplace™ users final approvals of purchases are 

made within Peoplesoft; allowing increased visibility of items purchased. 

• Items purchased from the Amazon Business Catalog Site can only be 

shipped to approved agency locations that reside in PeopleSoft. 

• Final approvals of purchases are made within PeopleSoft allowing for 

increased visibility of items purchased. 

What Are The Benefits? 



• Since being introduced into the marketplace in January over 400 

approved purchase orders have been generated through Team Georgia 

Marketplace™ 

• Training information and the recorded webinar can be accessed in the 

following:

 The Purchasing Education and Training Web Page located on 

Department Of Administrative Services (DOAS) State Purchasing 

Website 

 The Team Georgia Marketplace™ Virtual Catalog’s Message Board 

Additional Information



Need Assistance? We Are Here To Help! 
Team Georgia Marketplace™  Procurement Helpdesk Contact Information:  

ProcurementHelp@doas.ga.gov

404-657-6000
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QUESTIONS? 


